
OFFICE OF THE SECRETARY OF STATt 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION 

I I ._ ---. - - ~  - -~ --_-- 
APPLICATION SCHEDULE 

-----wr-i -- z-- 

INSTRUCTIONS: Sae Publication No. 76-RM-1 for instructions on completing th is  form. Forward signed original to 
Department of Archives and History, Reowdr Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 
Attention: Scheduling Section. I I - 

FOR AGENCV USE _I_- 1. Agency Addrets . .  
onliestion Date Office of Comptroller General Application Number _ _  ~~ 

Telephone Number 

State Fire Marshal's Office 
pplioation Number 

Working TitJe 

-~~ 

. PersontoContact - 656-2064 
. ~ ~ ~ - - - ~ ~ - T - . r - ~ . ~ : - = - - - -  -~~ --.--- ~ _ I a _ . ~  

Pete Paulsen Director, Manufactured ~~ Homes Division 
. Action Requested > 

8. 0 Estaoitsn Retention * record will continue to accumulate. 
b. 0 Dispose of present a lation anticipeted. 

0 SuErcede: _I..- 0-Void --_I_ 
~ 

~- 

office; H differentl 

9/68 J Date 
c__s 

i. Division md Mia Fuwdon What is the function of the Division and the Office in which th is  record series is  created? 
To administer the Uniform Standards Code for Factory Man'ufactured Moveable Homes Act. 
inspect and supervise the construction of mobilt? that are manufactured in and out.of 
state and are offered for sale in Georgia. To license, inspect, and monitor the mobile 
home dealers and .manufacturers in the State of, Georiga. To inspect and monitor out of state 
manufacturers. Reviews all plans, specifications,and test data submitted by mobile home 
manufacturers. Assists plant personnel in correcting production procedures that violate 
the Fire Safety Laws. 
Monitors mobile home complaints made by. consumers against mobile home manufacturers and 
dea 1 ers . 

To 

Issues Code Certification Decals to mobile home manufacturers. 
. .  

- 

I. R w d  Series Description 

DwmenB ,- - relating to: 

Included are: 

T h i s  file contains the following documents (include form numbers and titles, if m y ) :  
Attach samples of the file. , 
The Administration% of the Uniform Standards Code for Factory 
Manufactured Moveable Homes Act. 

Copies of the applications for license (FM 56), dealer's license 
(FM 58), related to inspections and licensing. 

C Y > - '  . -. . , 
File is  arranged: 

.. 

- 
, .  

. - :  ~. , .  'i : . .  . .~ 
. l >  'i' ._ ' '.. \ .:, . ' . 

. .  

Numerically by Code Key numbers. 
-. .__-I_ __- ____ ~ _ _ X  -. -- -- 
3. Monthly Reference Rate 

One to six months old 

3. Annual Rate of Accumulation of Remrdr 

How often are records referred to which are: 
Twice ; Scven to twelve months old TwiE;  Thirteen to twenty-four months old -.-.----; 

_I __ - - twenty-five months and older- ? - .- --- 
Letter-size drawers -, * Legalsin drawers 2 ;Shelves ; Other (specifyl - - ~  __it_ __ 

--- ..An-_ 

R-50-71; Rev. 76 . (owl 

. . . . 5 ,  . . . .  ., . . .  



u_ pl._~_.lf_not.w-her&isit?~. - - ... , - 
b, Boes the series contain confidential information requiring security handling? If yes, site law or regulation. 

~ ~- ~~ ~ -~ __ ~~ .... .~ ___.. -_ 
~~ 

--.~ . ~~ .. . . ~~ ~~~~ 

I_ ~ ~ . . . .  
keep the entire file for a long period, could these" 

-~ . ~- ~ - ~ ~ ~ _  L..~~-~ 

_ _  - .-.!. . ,:*. . . ...~ - .- 

9. Isyhe~hformation wntained in this series ever analyzed and/or recorded in a summarized roport? 

h. I s  there a duplication of this series in your office, or in another office or agency? 
- .  . ~ ~~ ~_ 

~~ 

._ I _ .. .- 

&ttl&UXYtiQRQf~IeguladY miasfilmed2L . _ , ~ _ ~ _ .  . . .- ~ ~ ~- ~ ~~ ~ ~ _ _ ~ _  
_ I k  1 - ~ ~ ~ r t t w z c ~ c d  s x i a m t t i n  a.mm~utermintout2 ___ -. . ~. ~ ~~ .- 

a. State Law - 0 years. d. Audit period -~---~-;=-.+,years. 0 

-~ ~ 

11. Retention Requirements The following requires the series to be kept: 

0 b. Statute of limitation - _~-,years. e. Administrative heed I_.._._- ~ _ _ _ _  years. 0 
0 c. Federal law I 30 --years. f. Federal retention instructions --~_.~_years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 
.. Federal Register, Mobile Homes Procedural and Enforcement Regulation, Subpart H, 

paragraph 3282.362 (ii) (d), attached. The permanent record file shall be available during 
the life of the mobile home. The life o f  a mobile home has been established at 30 years. 

__ -- ~ . .  .. -..I. - . .--~ _--- ~ 

-~ ~_ ~ ~ 

12 ADWVWI Disposition Instructions This agency   recommends that,the file series be cut otf ar thb end of each: 
0 Calendar Year; 0 F i w l  Year; )b Other 

(3 Hold in the current files area -..~ .----month(s) --. 
0 Transfer to local holding area, hold _-. . .-+-:..*year(s); then 
(3 Transfer to State Records Center; hold _. 

0 Destroy. 
0 Transfer to State Archives for permanent retention. 
a Other ISoecifvj 

year(s); then 

.year(s); then 

-.- Microfiche *-=- : Hold microfiche in current f 
and start new file. 

les area for 30 years; ,..en destroy 



INSTRUCTIONS: See Publicatio; No. 76-9M-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue,, Atlanta, Georgia, 30334, 

-_- FOR - I AGENCY USE 
Lpplication Date 

DEPARTMENT OF ARCHIVES AND HISTOR' nrrubfi I IVIY run ncbunua ntz I EIY I IVIY abnCuuLE I RECORDS MANAGEMENT OIVISION 

1. Agency Address 
Comptroller General's Office . 
State Fire Marshal's Office 
Mobile Home Division 
7 Martin Luther King Jr. Drive 

-. ~ 

kpplication Numbar 

I Atlanta, Georqia 30_334 - ---I-_ - _ _ - ~ -  
L Person to Contact Working Title 

FOR RECORDS MANAGEMENT USE 

Application Number 

73-  130-F+ 
Data Heceived Date Completed 

Telephone Number 
Administrator, Mobile Home Division 656-2064 

--I_--._ - ~ ~ - -  Pete Paulsen 
1. Action Requested 

8. 

b. 

~.. ___ - _ _  . . . .- .- ... . - ~ 

0 Estamsn Retention Schedule; refmrd will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

__ __ ---_ 
Iarliest 

. 9/68 I To date J Licensed Georgia Mobile Home Dealers F i les  ._ -. -_-.I 

i. Division and Office Function What is t h e  function of the Division and the Oxce in which thisrecord series is aeated? 

To administer t h e  Uniform Standards Code for Factory Manufactured Moveable Homes Act. 
inspect and supervise the construction of mobile homes tha t  are manufactured i n  and out of 
s t a t e  and are offered for  sa le  in Georgia. To license, inspect, and monitor the mobile 
home dealers and manufacturers i n  the State of Georgia. 
manufacturers. Reviews a l l  plans, specifications, and t e s t  data submitted by mobile home 
manufacturers. A s s i s t s  plant personnel i n  correcting production procedures tha t  violate 
the  Fire Safety Laws. Issues Code Certif ication Decals t o  mobile home manufacturers. 
Monitors mobile home complaints made by consumers against mobile home manufacturers and 
dealers. 

To 

To inspect and monitor out of s t a t e  

- - - - - -._- -__I-_ ~ _ I _  -- 
I. Record Series Description 

Documents relating to: 

This file contains the following documents linclude form numbers and titles, if any): 
Attach samples of the file. 
The Administration of the Uniform Standards Code for Factory Manu- 
factured Moveable Homes Act 

Included are: Copies of the applications for license (FM56), dealer 's  license (FM58) 
Mobile Home Dealer's InSpection Reports, and correspondence 
related t o  inspections and licensing. 

File is arranged: Numerically by Code Key numbers. 

~ _ _ _  - 
1. Monthly Referenca Rate 

One to six months old 
twenty-five months and older' 

How often are records referred to whkh are: 
%ice ; Seven to twelve months old T w i c e ;  Thirteen to twenty-four months old --; 

* ?  
-- ll_l_ _-_- - - _  

3. Annual Rate of Acwmulatio&f Rmrds 
Letter-size drawers -: Legal-site drawers ;Shelves ' ; Other Ispeciw) I- 





PAGE 
1 

__J_ 

a r n c r  Appllc.lla 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED 

19. Exact Se r i e s  T i t l e  

P 

1 9 / 6 8  -- 1 2 / 7 1  I Licensed Georgia Mobile Home Dealers Fi les  
"What is the  function of t h e  o f f i c e  i n  which t h i s  record s e r i e s  i s  crea%ed? 

To adminis ter  The Uniform Standards Code f o r  Factory Manufactured Movable 
Homes A c t .  To i n s p e c t  and superv ise  t h e  cons t ruc t ion  of mobile homes t h a t  
a r e  manufactured i n  and ou t  of s t a t e  and are o f fe red  f o r  sale i n  Georgia. 
To license, i n spec t ,  and monitor t h e  mobile home dea le r s  and manufacturers i n  
t he  S t a t e  of Georgia. To i n s p e c t  and monitor o u t  of s ta te  manufacturers. 
Reviews a l l  plans,  s p e c i f i c a t i o n s ,  and tes t  data submitted by mobile home 
manufacturers. 
t h a t  v i o l a t e  t h e  F i r e  Safe ty  Laws. I ssues  Code C e r t i f i c a t i o n  Decals t o  
mobile home manufacturers. 
aga ins t  mobile home manufacturers and dea lers .  

A s s i s t s  p l a n t  personnel i n  co r rec t ing  production procedures 

Monitors mobile home complaints made by consumers 

__l__l__~-  -1 _. 

contains t h e  following documents, ( include form numbers and t i t l e s ,  if any, 
and f i l e  arrangement ) . 

. .  

?' 

1. 

2.' 

3. 

- These f i l e s  relate t o  administration of t he  Uniform Standards Code f o r  - _  
Factory Manufactured Movable Homes Act. 
The f i l e s  include copies of t he  appl ica t ions  f o r  l i cense  (FM56), 
l i cense  (pM58) , Mobile Home Dealer's Tnspection Reports, and correspondence 

--. 

r e l a t e d  t o  inspec t ions  and l icensing. i 
The f i l e s  are arranged i n  numerical order by their Code Key numbers. 
The Code Key number f o r  Howard and Reese Mobile Homes i n  Cartersville i s  
8-MD-4. 
Mobile Home Dealer and t h e  "tr" is  the  number given t o  t h a t  dealer.  
example of our Mobile Home Dealer Code Key is attached f o r  your references. '  

i.e. 
', 

The "8" standa f o r  t h e  county which is Bartow; t he  MD s tands  f o r  
An 

~- ~- ~ - 

ATTACH SAMPLES OF TfiE FILE 



13. Is t h i s  t h e  Record Copy of  t h e  series? ,i o(1 1 1  
1 4 .  Is the re  a dupl ica t ion  of t h i s  Series i n  another o f f i c e  o r  agency? [ I  Nl 

[ I  ba 
i '  

16. Does t h e  series contain c l a s g i f i e d  informatioli r equ i r ing  secu r i ty  handling? [ I  D(3 

17. Does t h e  series i n i t i a t e ,  amend o r  terminate agency p o l i c i e s  and procedures? [ I  [x1 

18. Could the  funct ion be  performed i f  t h e  f i l e s  were l o s t  o r  destroyed? w 1 1  

t 

! 

15. Is t h e  information contained ip  t h i s  series ever synnarized or published? 
Attach copy of summary o r  publ ica t ion .  

19. Is t h e  series ( o r  major por t ion  of it) regu la r ly  microfilmed? If yes, why? 

record se r i e s rp rov ide  data as input  t o  an EDP f i le?  

Does t h e  record series contain documentation produced as EDP p r in tou t?  

[ 

1 

[ 

20. Does the  

21. 

22. Has t h e  Federal  Government i ssued  in s t ruc t ions  goverqing t h e  retent ion/dispo-  . [ 
s i t i o n  of t hese  f i les?  

23. W i l l  t he re  be a ' need  f o r  these  records 10,  15  years from now? If  yes. khat? r - - --_- - -_I_-__ 

24. REQUIREMENTS. The following requires  t h e  f i l e s  t o  be kep t  2 y e a r s :  

a. [ ]STATE b. [ ISTATWE OF c .  [ ]AUDIT d .  [ ]FEDERAL e .  HADMINISTRATIVE f .  [ ]HISTORICAL 
LIMITATION PERIOD . L A W  DECISION VALUE 

(Ci te  Law, S ta tu t e ,  or other  reason fop the  re ten t ion  requirement) 
LAW 

25. A U m  
I_____ 

RECOkIt&NDATIONS. This agency recommends t h a t  t h e  f i l e  series be cu t  o f f  at t h e  end 
of each -MCALENDAR YEAR -[]FISCAL YEW -[]OTHER ,then : 

[fl Hold i n  t h e  cur ren t  f i l e s  area month(s)/ 1 year(s) :  

1 Transfer  t o  S t a t e  l r rhi 'v&syf6r  pefma%Git- r e t en t ion .  ~,.'.) !+?'';'. '.-. 

' 

Transfer  t o  S t a t e  Records Center [ 1 Local Holding Area; hold 1 year(s) :  
Destroy . 

i.] Destroy immediately after cut-off.' ' 

. &- : r  i-' r. ,+--~ .~ a c -  

a ,  1 -Ti Z F  -,;,-,' -.  (,.! r-;  1) < :> - '' I' . I - >  

Y ' - - &  1-1  other:^ (Specify)  

( Indica te  br-JfZy r a t - a a l e  fo r  recomenL-tions above/or wr i te  ac 

4 
Zitional remarks )  : 


